










City of Stockbridge Class Specifications 

Job Title: City Planner ( continued) 

Work Environment: Work is performed in an indoor and outdoor 
environment with or within water where the employee is exposed to 
noise, dust, dirt, and slippery or uneven surfaces. The work may 
require use of protective devices such as hard hat, gloves and safety 
jacket. 

Supervisory and Management Responsibility: None 

Minimum Qualifications: Bachelor's degree in urban planning, city 
planning, architecture or a closely related field supplemented by one 
(1) or two (2) years of experience performing in municipal planning;
internship in a Planning department a plus. Master's degree desirable;
post-graduate planning education may be substituted for the required
experience on a year-for-year basis; experience with Microsoft Office
Suite, valid State of Georgia Driver's License.
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• Ability to follow standard safety practice and procedures common to equipment
operation work;

• Ability to follow written and verbal instruction;

• Ability to maintain accurate records with some knowledge of mathematical
conversions.

Supervisory Controls: The Purchasing Supervisor assigns work. Work is spot-checked 
in progress and reviewed when completed for accuracy, nature and propriety of the final 
results. 

Guidelines: Guidelines include departmental and safety policies and procedures and 
supervisory instructions. These guidelines are clear and specific but may require some 
interpretation in application. 

Complexity: This is administrative and technical work that consists of related inventory 
control duties. 

Scope and Effect: The purpose of this position is to supervise the receipt and distribution 
of materials and supplies to City departments and maintain the inventory management 
system utilizing computer software. 

Personal Contacts: Contacts are typically with co-workers and vendors. 

Purpose of Contacts: Contacts are typically to exchange information and provide 
services. 

Physical Demands: The work is typically performed with the employee intermittently 
sitting, standing, walking, bending, crouching or stooping. The employee must frequently 
lift light and heavy objects, equipment and materials, climb ladders, and use tools or 
equipment requiring a moderate degree of dexterity. Must be able to lift 501bs or more. 

Work Environment: The work is typically performed in and outdoors. The employee may 
be exposed to noise, dust, dirt, irritating chemicals, machinery with moving parts, and 
occasional hot, cold or inclement weather. This work may require the use of protective 
devices such as masks, goggles or gloves. 

Supervisory and Management Responsibility: None. 

Minimum Qualifications: 
High School degree and/or associate degree in Business Administration, Business 
Management, or related field; three (3) years of purchasing and inventory control 
experience; must be proficient in Microsoft Office Suite, equivalent combination of 
education and experience may be accepted. Must be proficient in Microsoft Office Suite. 
Must have a valid class C Georgia driver's license. 
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